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APPLICATION FOR RECORDS RETENTIé)N SCHEDULE

30334. Phone - (404) 656—4976 GIST ?21-4983

GEORGIA DEPARTMENT OF HUMAN RESOURCES
OFFICE OF ADMINISTRATIVE S8ERVICES
.RECORADS MANAGEMENT UNIT

For Instructions on completing this form contact DHR Records Management Unit, 47 Trinity Avenue, Atlanta, Georgia

. oHR I GEORGIA DEPARTMENT OF HUMAN RESOURCES " TARCHIVES AND HISTORY
[ Application Date Office of Financial Se;vicea Application Number ‘P\ T
' Public Aassistance Uanit '75 - 2 '7 -
_.8/24 ; L
—ﬁpl}n;n-tiao{wﬂu{'i%{ﬂh_i_ 2711"1. hu‘tg AV§63§4W.’R00!! 503-5 Date Recaived ‘Date ( Corrmletec:lg8 2
82-45 rhants, Ga. AUG 31 1982 | 00T 25
2. Person to Contact T Worki’ng  Title S Telep;;e—ﬂl_umbar -
| Nancy Howell S, oo _Superyisor . __65 6-—4373

3. Action Requested
a. [0 Establish Retention Scheduie; record witl continue to accumulate.
b. [JDispose of presant accumutation; no further accumulation anticipated.

Change Retention Period

c. XJAmend Application No. 75-2173 Check One: X1 Changs; [ Supercade; El void
4. Detes of Series 6. Records Serles Title (followed by title used in office; if different) 7 7777
Earliest Latest . - = N S _
N Public Assistance Paid Check Listin jles .. ... et b e
6. Division'and Office Function '~ ' = What is the function of the Division and tha Office in whi thll record seiies ivcreated? 0T - -
~ : ' .ennpttetapa

7. R;;rd; Series Description

Documents relating to:

Inciuded are:

File is arranged:

8. Monthly Fleferam:e Rate How often are reoords referred to which are:

Ona to six months old Seven to twelve months uid H
twenty- ive months and oider ____,.m.._‘- ? '

——— . #

Thirteen to twenty-fou

9. Annual Rate of Accumulation or Flecords

Letter-size drawars | Legal-size drawers

This file contains the following doctiments {includa form numbsrs and i};la:, if—any):

k¢

Attach un;)iei of the file. |

r months old . H

e e b Shelves .. } Other {Specify)
e e - o ,
Form 4998 {7-78} - oo
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YES | NO | 10. Ques;ionn'aife {Place sn **X*" in the propsr column)

8. Is this the official copy of the series?
If not, where is it?

Ll

e e e e A . o i PO o athe -

b. Does the series contain confidentlal information requiring security handling? 1f yes, cite law or regutation.

c. Is this a vital record? . '

*

d. Does this series have historical or long tgnknﬁrresea}d't value? ot

e. When one or two documents in the file make it necessary to keep the entire file for a long period, could these documents ’
__be scheduled separatoly? B -t [eta noi% Y- gyt c
f. Isthe information contained E[l_tihiis__series evar published? {f yes, ettgch copy. ¢ =iy

. . e ry = . .. . - PR
9. lIs the information contained in this series éver analyzed arfd/or recSirdad in & summarized report? ? -
If yes, attach copy. ‘ Lerar -5 e~ faa _
h. Is there a duplication of this saries in your offica, or in another office or agency? o Ce=lr
If yes, where? ] )
1. s this series for a major portion of it) regularly microfilmed? )
. ]k D°_°5 the record ssries result in a computer printout? " R
11. Retention Requirements The following requiras the sarles to be kept:
b toa® nnld-- 302 a1 ~D : ,
8. State Law — YBars. - d. Auditperiod R T ———_Years.
b. Statute of limitation ¢ . Y@&rS. ’ a. Administrative need '__.5_.years.

c. Federal law —_—- __ years. - * f. Federsl retention instructions — . Wears.
]

Attach copy or éxoerpt of laws or 'regu|at‘iurh§.rlEpraip ‘_gq_m_irlistr?aiiye' peed, yar
Administratively, these files are he"cebs-hry' to
assistance,

qaaer t- 3o atfsne

ocument"‘paymeriti made for public

12. Approved Disposition Instructions This agency recommands that the file series be cut off at the end of each:

D calendar Yeer; B Fiscal Year; ] Other then,
X Hold in the current filesarea _________ monthls) 2 _ year{s); then
O Transfer to local holding area; hold —_______ ysar{s); then
X Transfer to State Records Centar; hold 3 vear(s); then

[3 Destroy
O Transfer to State Archives for permanant retention.
O other (Specify)

Thesa instructions apply to all prior and future accumulations of the series.
o

Agency Head/Designee (Signature) Date ) Flaoqrd quagemen icar !Signature) Y, _ ) Date
: Wj@% cur/ (} 55//01«»&4& %L//g?—f WM T/L ] %YAFZ

Sign. _re) T Date

State Records Committ'a_e,

Recommendations in paragraph ‘ ;

12 are approved., State Aud[torIDelignaaC 7 P ﬂf/f \
(if disspproved, sttach letter | : N
of explsnstion.) Secratary of State/Detignee ? '3 "f 2

Attornay General/Designes

Form 4998 (7-78)




STATE

CYFICE OF RECARTARY OF STATE

ud App] ication fOY' DEPAPTHEAT OF ARCEIVED & BIDTON? ”‘:’[
cowca  RECORDS DISPOSITION STANDARD  suconos musscomsar srvision
T AR
R - ey TIORS Ses seporete imstructicng for complerion -ff§ FOP PETNRDL MARAGEMENT LIVISION vl
10/ 31/7’) H;ran and reverss of this forwm. Sign original ond two eopiv Date Receivesd Applicetion Mo g fate Campistet
U i sppiat: B aad foruard to Pepartment of Avchivas and Nistory, d1tsaline 1975 -
'CHP-8 H:.m.. weragament fFirar. HOV 13 | Js 273 DEC 16 1975

1al~ b Sdalnlatering fPire Aadresse

‘Deoartrert of Human Resources
' Division of Administratien
Public Assistance Cantrol Unit

L7 Trini AvenuP Room 501-H
. Atlanta, 033u

Porann In captgct
.

Nancy Howell
JVeThing Titie " . Tes ®-

Staff Suvervisor 656-4485

"7 RCTION REQUE T D

ESTABLISH DISPOSITION STANDARD;

RECORD WILL CONTINUE TO ACCUMULATE.

DISPOSE OF PREGENT ACCUMULATICI;
NO FURTHER ACCUMULATION ANTICIPATEL.

B Eariiest & Latest |9.Exact Series Title

Dates of Series
1974 -~ Present

e

Public Assistance Paid Check Listing Files

b O

Department.

services: and personnel services,

Foster Homes, Cuban Lefugees etc.).

* What is the function of the office in which this record series is created? .

The Division of Administration is responsible for providing administrative support to the
This includes general accmmtmg services; budget development and management;
general support services; data processing and management information systems; patient accounts

Accounting Benefits Payments - respmsible for processing payments for benefits and services --
subsections are Medicaid-Nursing Homes, Medicaid-Other Expenses, Vocational Rehabilitation,
Assistance Payments, and other beneflts (Crippled Children, Cancer, Stemhzatlon, Mat-Pak,

.
A

and file arrangement ).

monthly issuing period.

of check, date paid, and related information.

ATTACH SAMPLES OF THE FILE

i1 . This file contains the following documents (1nclude form numbers and titles, if any,

Documents relating to maintaining a hstlng of pubhc assistance checks received from Bank -
1dent1fy1ng the checks that have cleared the bank and have been paid to Welfare clients durn.ng

Included ere computer listings identifying public assistance check number, MICR mmﬂ:er, amount

Files are arranged chronologically by rzmﬂ1 thereunder by date.

‘1 ? . EQUTPHERT Arcuptlp Bn. of Drawers Cu. Pt. of Pecords

irtier=93a¢ Fiie Dravers

.
Cu. Pt. af Recordd

1 2

Bo. of Drawers

ARRUAL RATE OF ACCUMULATION

Legal-slsv Pi.e¢ [ravers l 2

In Officsin) In Storage Ares-ae

5 -

Fioer Space Occupled {Squart Pest)

This Last
Year's Yegrts

vew. sdingfAl Friy
Yrar’a Tearos

AVERACE DALLY PFFERERTL: '

10 5 1 0

P rm AP.to.T)
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v Q_UESTIONNAiRE Place an "8” ta the 'f;'r' rjﬂl.:.-rl e arsver I-F"t.‘." "_;..;,',"'“m_.__. - - ﬁ__'“—h——m___TYES - &_O‘H
13. Is this the Record Copy of the series? ' [¥ []
14. Is there a duplication of this series in another offjice or agency? ' {1 [x]
15. Is the information conteained in this series ever summarized or published? [ ] [=x]

Attach copy of summary or publication.
16. Does the seriés contain classified infonmatlon requiring security handllng7 [ 1 [x]
17. Dees the series ‘initiate, amend or terminate agency policies and procedures? [ 1 1¥]
18. Could the function be performed if the files were lost or destroyed? (x} [
19. Is the series (or major portion of it) regularly microfilmed? If yes, why? [ 1 [x3
20. Does the record series provide data as input to an EDP file? ' 11 [x%]

21. Does the record series contain documentation produced as EDP printout? [ 1 [x]
22. Has the Federal Government issued instructions governing the retention/dispo~ 11 %

sition of these files?

23. Will there be a need for these records 10, 15 years from now? If yes, what? [ 1 (x}

2k, REQUIRE&ENTS. The following requires the files to be kept 3 1 .Ars:

-

&8.[]STATE ©b.[]STATUTE OF c.[]AUDIT d.[JFEDERAL e.[XJADMINISTRATIVE f.[]HISTORICAL
LAW LIMITATION PERIOD LAW DECTSION VALUE
(Cite Law, Statute, or other reason for the retentiom requirement) o

Reference Experience

25. AGENCY RECOMMENDATIONS. This egency recommends that the file series be cut off at the end
of each -{]CALENDAR YEAR -[dFISCAL YEAR ~[]OTHER _ ,then:

[%] Hold in the current files area month(s)/ year(s):
[x] Transfer to [x] State Records Center [ ] Local Holding Area; hold. 1 year(s)
[X] Destroy.
{ ] Transfer to State Archives for permanent retention. e
{ ] Destroy immedietely after cut-—off. ‘
] Other: (Specify)

(Indicate briefly rationale for recommendations above/or write additional remarks):

refﬁﬁ?f Z?Nagine&f ﬁﬁi fw’éc‘tj‘m) 1 Dl:f‘:’h OTHER REQUIRED STGNATURES | DATE

* 5ﬁc;:r:§gg:‘t’;‘ogg 4f?ﬁzﬁ§§§zjsii§f§appmvw ”M(c, W , /i//o/ 765~
| ares [lﬁ/f\nproved LLD1sapproved \&Q L\ oo &\\xL , lai-15
T G (s Ceaee 11N |

At G 1/D ,
et 1 S| MMZAM/ Y




. L, . :
- . OFFICE OF BRCRETARY OF STATE

S:):‘TE App] ication for ' DEPARTRZNT OF ARCHIYRS & NISTORY PA::E
GEORGIA RECORDS DISPOSITION STANDARD RBCOADS MAPAGENZAT DIVISIOR i

 Appiication Tate INSTRUC T IORS - Ses saparate inateuctions for completion ~f[} FOR RECORDS MANAGEMENT DIVISION USF
10/31/75 front and reverse of this foru‘ Sign original and two sopies bate Recalved Appllcation Ro. Tlate Complet®)
9 . dgency ép]}“*"l'-’-"" LIS and forward to Pepartment of Archivas and Wistory, Attention uev 1 3 1975 75- 273 DEC 1 6 197
uﬁ:" Rerowda Mgnagament ""v‘ur'nrlﬂ i 5
o
% ACFR v 1ivist. &, H LAY lnltnlll'rln. Urtyre Addrean ’Pl'fi'-ﬂ in rgntay
timent of Rescurces

Division of Administration
Public Assistance Control Unit

47 Trinity Avenue, Room 501-H
Atlanta 3033y

T RCTION R "EQ"U' ESTED o

ESTABLISH DISPOSITION STANDARD; _[] (DISPOSE OF PRESENT ACCUMULATION;
RECORD WILL CONTINUE TO ACCUMULATE. NO FURTHER ACCUMULATION ANTICIPATED.

Nancy Howell

Werking Tivie b Tel. Wn.

Staff Supervisor 656-4L85

8 .Farliest & Latest 9. Exact Series Title
Dates of Series

1974 - Present "] Public Assistance Paid Check Listing Files
0.

What is the function of the office in which this record sgries is created?

The Division of Administration is responsible for providing administrative support to the
Department. This includes general accounting services; budget developrent and management;
general support services; data processing and management information systems; patient accounts
services; ahd personnel services.

Accounting Benefits Payments - responsible for processing paymen‘ts for benefits and services —-
subsections are Medicaid-Nursing Homes, Medicaid-Other Expenses, Vocational Rehabilitation,
Assistance Payments, and other beneflts (Crlppled Chlldren Cenoer, Stemln zatlon, Mat—Pa.k
Foster Homes, Cuban Refugees ete. )

I

11. This file contains the following documents (include form numbers and titles, if any ,
and file arrangement)

Docurrents relat:ng to maintaining a hstmg of pu.le.c assistance checks recelved from Bank
:Ldentlfymg the checks that have cleared the bank and have been pald to Welfare clients during
monthly issuing period. _

Included are computer listings 1dent1fy1ng publlc assmtanoe check number, MICR number, amount
of check, date paid, and related :.nfomatlon. -

Files are arranged chronologically by month thereunder by date.

ATTACH SAMPLES OF THE FILE

»
]
-
1 I EQUTPHMERT NCCUIPTRD %o, of Drawvers Cu. #t. or Records . 2. fo., of Draverp Cu. Pr. or Necords
A - ANRUAL WATE OF ACCUMULATION
Letter-site Pile Dravefs 1 2
o [ ) In Bff1cels) In Storsge Areals)
L"l! -Ito Flle Dravers S l e 2 Ticor Space Qccupied {(Squarr Pret) 7

‘ - - N - R : !nn Last Precedtngfa. i Friar
ISR | : : ) ‘I" [} Tear's Yaar's Tears'
.. e - f ) : - - —

AVEMAGE GATLY REFERERCES
L) - s

Form  AR-50.7)




. > | « "o PHED

22. Has the Federal Government issued instructions governing the retention/dlspo- 1 [x]
sition of these f11es° . oo : ;

- -

QUESTIONNAI RE Place an "2 in tue_.prcpe:hcolu-n._ It ansver is "TE5." piesse '*.p““,‘—--,‘-*-- +-’—~:—va gS: = NO al
13. Is this the Record Copy of the series? ' ' i3 [
ik, Is there a duplication of this series in another office or egency? ' irrj %]
15. Is the 1nformat10n contained in this series ever summarlzed or published? [ 1 [x]

Attach copy of summary or publication. . .
16. Does the seriés contain classified information requiring security handling? .~ [ ] [¥]
17. Does the series initiate, amend or terminate agency policies and procedures? | 3 [x]
18. Could the function be performed if the files were lost or destroyed? x] [
19. Is the series (or major portion of it) regularly microfilmed? If yes, why? 1) Ix
20. Does the record series provide data as input to an EDP file? L1 Ix]
21. Does the record series contain documentation produced as EDP printout? r [ 1 [x]

23. Wlll there be a need for these records 10, 15 &ears from now? If yes, what? ‘-[ 1 Ix]

2h. REQUIREMENTS The followlng requlres the flles to be kept 3 years :

a.[JSTATE b, []STATUI‘E OF -{JavpiT 4. []FEDERAL e. ¥ ADMINISTRATIVE I‘ []HISTORICAL
LAW O LiMmITAfION PERIOD LAW ¥ DECTSION ,, VALUE ™
(Cite Law, Statute, or other reason for the retention vequirement) - -

Reference Experience

25. AGENCY RECOMMENDATIONS. This agency “Fecommends that the file series be cut off at the end
of each ~[]CALENDAR YEAR —[:QFISCAL YEAR  -[]OTHER ,then:

[X] Hold in the current files area - month(s)/ year(s):
(%] Transfer to [x] State Records Center 11 Local Holdlng Area; hold year(s)
[%] Destroy. = )
" [ ] Transfer fo State Archives for permenent retention. 7 -
[ ] Destroy immediately after cut-off.
[ ] Other: (Spec1fy)

(Indicate briefly rationale for recommendations above/or write additional remarks):

1
i

Recordsr Management Qffice efzgnature) Date "
w"iﬂ T 6 i T _'b OTHER REQUIRED SIGNATURES DATE

26. Recommendations|Agency Head/Designee

in paragraph 25 Al Approved Disapproved M(_ 2 . . /‘//Q/P'&“

are: : ate Auditor/Designee N ]
o Ared Disapproved W“_M “\ L&\ Ladi-9S

STATE RECORDS Secre /i State/Deatgnee i T |
COMMITTEE * et { 1 pisapproved M /@ 12 ~le 20

ttmey General/Designee / %
, /] Approved Disapproved / %/ ﬂ/ /}.-/A-])/




